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Request for a Reference

The following may be used as a model on which to base a letter to a referee following a successful interview. In addition, the reference pro forma below may be used.

Dear 

Re: (Applicant name)

The above-named is being considered for the post of (post title) and has indicated that you would be willing to provide a reference.  I should therefore be most grateful if you would confirm for me:

(applicant name)’s title and service dates at your organisation

(applicant name)’s employment relationship to you as a referee

(applicant name)’s sickness/absence record over the last 24 months

(applicant name)’s reason(s) for leaving your employ ( where applicable )

I am attaching a job description and person specification for the post of (post title). I would be grateful if you would comment on the above name’s suitability for the post, and provide any other relevant information.

Any information you can give will be treated in the strictest confidence.

May I take this opportunity of thanking you in advance for any help you are able to give; your prompt reply would be much appreciated.

Yours sincerely

                                                                   [Insert organisation logo]
REFERENCE REQUEST

Applicant ..................................................................     Department .........................................

Referee ......................................................................


	The Applicant states that he/she was employed by you:

as                                                                       from                                                   to

	Please state:  Date Started:


	Job Title:

	                     Leaving Date:


	Reason for Leaving:




Please give your assessment of applicant’s performance (tick appropriate boxes):

	
	Excellent
	Good
	Satisfactory
	Less than Satisfactory
	Unsatisfactory

	Quality of Work


	
	
	
	
	

	Relationship with Colleagues


	
	
	
	
	

	Communication


	
	
	
	
	

	Attendance


	
	
	
	
	

	Timekeeping


	
	
	
	
	


Number of days of sickness absence within the last 24 months:_____   Number of occasions:______

During the course of his/her employment did you have any reason to doubt the applicant’s honesty?

YES/NO

Subject to a suitable vacancy and policy permitting would you re-employ the applicant?

YES/NO

Is there any further information you feel would be relevant to this appointment.

_____________________________________________________________________________________

_____________________________________________________________________________________

Signed .................................................................................    Date .......................................................

Position.................................................................................
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